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INTRODUCTION

This handbook is designed to assist you in updating files for your agency’s
Yellow and White Pages of the California state online directory. It will assist you
through each step from logging on to updating.

BECOMING A DIRECTORY LISTING COORDINATOR

A Directory Listing Coordinator (DLC) is selected for each agency. There can be
a maximum of three DLCs for each agency, a primary and two backups. A DLC
designation form must be filled out as it gives the authorization to update. The
form can be faxed or emailed to you by contacting Directory Services at
DirectoryServices@dts.ca.gov. It must be signed by a supervisor or manager.

Once the form is completed and signed, it can be faxed, emailed, or mailed back
to Directory Services. See DLC designation form instructions for further details.

After the completed form is received by the Directory Administrator (DA), you will
receive a call from the DA requesting a password. The password is case
sensitive and must be at least eight characters, six letters and two numbers.
After the password is received, you will be entered into the system by the DA.
An email will be sent to you with the link to make updates.

LOGIN

This is the login screen that appears after clicking the CSTD link.

California Home Saturday, June 7, 2008

weer Califoriie” P maid D

Department of Technology Services (DTS), Office Of
Network Services

California State Telephone Directory, Login

Select Listing Type and Login:

& White Pages O vellow Pages (@) Forgot Password
Username: |Sally.doe@dts.ca.gov

Password:

& 2005 State of California. Conditions of Use FPrivacy Policy
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DLC HANDBOOK

= Your username is your email address
= Use the password that you submitted to the DA
= Click the Login button

NOTE: Make sure you select which file you are updating White Pages or Yellow
Pages before entering your username and password.

FORGOT PASSWORD

If you forget your password, enter your email address and select Forgot
Password on the login screen. An email will be sent to you with your password.

DLC PROFILE PAGE

After you have completed your login, the next page you will see is your profile as
seen below.

Application Admin: felicia jackzon@dts.ca.gov
California Home White Pages Tutorial Yellow Pages Tutorial Logout Saturday, June 7, 2008

%:lcomx C ali

Department of Technology Services (DTS), Office Of
Network Services

California State Telephone Directory, Delegated Administrator verify profile

NAME ADDRESS AND TELEPHONE CONTACT INFORMATION

emall aooress: |felicia jackson@dts ca.gov
FIRST Name, mi: |Felicia |LAST neye: [Jackson |SUFFIX: v
acency name: [Dis
AGENCY BILLCODE: |AGENCY CODE:
ADDRESE: |ws CODE:
oIy | Sacramento eTaTE: | Select State v
21 ZIP FLUS: MAIL STOP:
INCLUDE ONLINE: SHOW EMAIL: INGLUDE PRINTED:
PHONE NUMBER areacone: | 316 | et che: rus: 464 | mno: |0274] g
’ Update My Profile ] ’ My Profile is Correct ]

= If corrections are needed, make the necessary corrections, and select
Update My Profile
= If no corrections are needed, select My Profile is Correct
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UPDATING WHITE AND YELLOW PAGES

White Page Update Process

The white pages are for adding, updating, and deleting employees within an
agency.

Requirements

=  Email address
=  First name

= Last name

= City

=  Phone number

NOTE: The email address is required when inserting but you will have the option
to not show it in the online directory.

Add Listing

This is the screen used to add a new employee.

Application Admin: felicia. jackson@dts.ca.gov
California Home Select Agency  Data Admin  Export  Agency Code Search  Insert Yellow Logout Saturday, June 7, 2008

st Cal

Department of Technology Services (DTS), Office Of
Network Services

California State Telephone Directory, State Employee Information Update

Search for a white pages Listing to Administer

Employes: || |

|F'Iease Search or Select an Employee Here vl

Find Empl oyee Search By: O Last,First Name {fiekds) @ Email Address

Back to Top of Page

8 2005 State of California. Conditions of Use Privacy Policy
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= Enter the employee’s email address in the box that says Employee

= Select Insert at top of screen

= After you click on Insert, the system will take you back to the same screen
= Enter the email address again

= Select Find Employee

The following screen will appear to input the employee information

Delegated Admin: felicia jackson@dts.ca.gov
California Home Select Agency Data Admin Export Update Agency Code Search  Yellow Logout Saturday, June 7, 2008

Department of Technology Services (DTS), Office Of
Network Services

California State Telephone Directory, State Employee Information Insert New Profile

TECHNOLOGY SERVICES, DEPARTMENT OF

HAME ADDRESS AND TELEPHONE CONTACT INFORMATION

EMAIL ADDRESS: thﬂ.dDE@dtS.Ca.gD\-’ OUT OF SESSION: 0
FIRST MAME, MI: LAST NAME: SUFFI: 4
aGENCY NamE; |DTS
AGENCY BILLCODE: AGENCY CODE:
ADDRESS: IMS CODE:
CITY: STATE: M
ZIF: ZIF FLUS: MAIL STOF:
INCLUDE OMLINE: SHOW EMAIL: IMCLUDE FRINTED:
PHONE NUMBER AREACODE: CHET: CHO: FUE: FNO: EXT:
[ Insert Profile H Cancel ]

NOTE: Remember you have to fill in the required fields (FIRST/LAST NAME,
CITY and PHONE NUMBER).

*= You can deselect the SHOW EMAIL option so the email is not listed in the
online directory

= Select Insert Profile after inputting the required fields

= A green message will generate at the top right of the page stating a
notification was sent

Created 06/27/2008 6
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Delegated Admin: felicia jackson@dts.ca.gov
California Home Select Agency Data Admin  Export Update Agency Code Search  Yellow Logout Saturday, June 7, 2008

Department of Technology Services (DTS), Office Of Note: CSTD-Online White Pages AA Insert New Profile
Network Services Notification Sent!

California State Telephone Directory, State Employee Information Insert New Profile

TECHNOLOGY SERVICES, DEPARTMENT OF

Search for Employee White Page Listing Existence

Employes Emil ||0hn_dne@dts_ca_gnv |
Find Employee

This will add the record in your agency’s listing but not into production.

An automatic notification is generated and sent to the DA to approve your listing.
Once it is reviewed and approved by the DA, the listing will appear online.

A system-generated email is sent to you stating the listing has been approved.

Update Listing

= Login under the White Pages

* Input the employees email in the Employee field

= Click Find Employee

= The employee profile will appear with a green message on the top right
stating the profile was found

Application Admin: felicia.jackson@dts.ca.gov

T TS

California Home Select Agency Data Admin  Export  Agency Code Search  Insert Yellow Logout

ﬂelcome to L

Department of Technology Services (DTS8), Office Of
Network Services
California State Telephone Directory, State Employee Information Update

Note: CSTD-Online White Pages Profile Found!

= Make the necessary updates
= Click Update Profile

Created 06/27/2008 7
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NOTE: A red asterisk will appear if a required field is not filled in when updating.
These fields must be complete. See screenshot below.

Application Admin: felicia.jackson@dts.ca.gov
California Home Select Agency  Data Admin  Export Agency Code Search Insert Yellow Logout Saturday, June 7, 2008

, Q"_Eﬁf

Department of Technology Services (DTS), Office Of
Network Services
California State Telephone Directory, State Employee Information Update

Note: CSTD-Online White Pages Profile Found!

HAME ADDRESS AND TELEPHONE CONTACT INFORMATION

N
EMAIL ADDRESS: ouT oF session: |0
N N

FIRST NAME, MI: LAST MAME: SUFFIX: b

N
AGENCY NAME:
ABENCY BILLCODE: ABENCY CODE:
ADDRESS:

IMS CODE:
CITY: * sTate: | Select State e
ZIF: ZIF PLUS: MAIL STOP:
INCLUDE ONLINE: SHOW EMAIL: INCLUDE PRINTED:
* ® %
PHONE NUMBER AREACCDE: CNET: CNO: PUB: PNC: EXT:
[ Update Profile H Cancel ” Delete Profile ” Approve Update

Delete Listing

= Login under the White Pages

= Input the employees email in the Employee field

= Click Find Employee

= The employee profile will appear with a green message on the top right
stating the profile was found

» Click Delete Profile

= A window will appear stating “Are you sure you want to delete this
record?”

Created 06/27/2008 8
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= Click OK

= A red message will appear at the top right of the page stating a notification
has been sent

Application Admin: felicia jackson@dis.ca.gov
California Home Select Agency Data Admin  Export  Ageney Code Search  Insert Yellow Logout Saturday, June 7, 2008

e CalifoFiie P a5 Al

Department of Technology Services (DTS), Office Of Note: CSTD-Online White Pages AA Delete Notification
Network Services Sent!

California State Telephone Directory, State Employee Information Update

Search for a white pages Listing to Administer

Employes: inhn_dne@dts_ca_gov

Please Search or Select an Employee Here A

Find Emplnyee Search By: O Last,First Name (fiekds) @ Email Address

An automatic notification is generated and sent to the DA to approve your listing.
Once it is reviewed and approved by the DA, the listing will be deleted from the
online directory.

A system-generated email is not sent to you stating the listing has been
approved for deletion.

Yellow Page Update Process

The yellow pages are for adding, updating, and deleting state agency
information.

= Goto CSTD link

= Select Yellow Pages

= Follow the LOGIN instructions

= Your profile will appear

= |If corrections are needed, make the corrections, and select Update My
Profile

= If no corrections are needed, select My Profile is Correct

Created 06/27/2008 9
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The Yellow Pages screen will appear for your agency.

Application Admin: felicia jackson@dts.ca.gov
California Home Select Agency  Export  Approve Data Admin  S5e Yellow White Logout Saturday, June 7, 2008

e CalifOPE W AWLT i3

Department of Technology Services (DTS),Office Of
Network Services
California State Telephone Directory, State Agency Information Update

TECHNOLOGY SERVICES, DEPARTMENT OF

DEL INSERT EDIT LEVEL AREA CHET CNO PUB PNO OFFICE ADDR CITY ZIP POBOX POCITY POZIP
W |New |B |t TECHNOLOGY SERVICES,
e DEPARTMENT OF
T Mew B s http://www.dts.ca.gov
o(New |B |6 916 7325|7747 |Bpas Testing Unit New 1
W |New | B |2 BPAS TESTING UNIT 23 4/25
- 5/09
ﬁ Jew @ 6 Bpas Testing Unit Inserting & Mew
oW (New |B |6 916 7397747 |Bpas Testing Unit 4/25/08
11:25Am
oWNew |B |6 Bpas Testing Unit 4,5
T |[e ERE 916 555|2478|CSTD Unit Po Sacramento|95814
Box
47

= Select the edit icon = in the third column of the record you wish to edit
= The fields in the record will highlight

TECHNOLOGY SERVICES, DEPARTMENT OF

EDIT

[ERR
[ENE
[ENE 316 739 7747 n
r
=l =T 2 v BPAS TESTING UNIT 3 4,
B |s Bpas Testing Unit Inserting &
New
[ENE 16 728 7747 Bpas Testing Unit 4/25/08
11:25Am
= ——r—

= Make the necessary changes

= If you want to cancel the edit, click on the icon next to the floppy disk =]

= After the changes are made, click the Save icon (floppy disk)

= A window will appear stating “Are you sure you want to Save this
Record?”

»= Click OK

= A green message will generate at the top right of the page stating an
Update/Insert listing notification was sent

NOTE: Do not put Vacant in a listing.

Created 06/27/2008 10
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Application Admin: felicia.jackson@dtz.ca.gov
California Home Select Anency Export Approve Data Admin  Search Yellow White Logout Saturday, June 7, 2008

Department of Technology Services (DTS),0Office Of Note: CSTD-Online AA Yellow Pages Update/Insert
Network Services Listing Notification Sent!

California State Telephone Directory, State Agency Information Update

TECHNOLOGY SERVICES, DEPARTMENT OF

DEL INSERT EDIT LEVEL AREA CHET CNO PUB PNO OFFICE ADDR CITY ZIP  POBOX POCITY POZIP
o (pew |3 |2 TECHNOLOGY SERVICES,

DEPARTMENT OF
(0} Mew ERE http:/fwwnw.dts.ca.gov

This will add the record in your agency’s listing but not into production.

An automatic notification is generated and sent to the DA to approve your listing.
Once it is reviewed and approved by the DA, the listing will appear online.

A system-generated email is sent to you stating the listing has been approved.

Insert Record

= Login to Yellow Pages

= Click New in the insert column on the row above where you want the
order of the listing to appear

DEL INSERT EDIT LEVEL AREA CMET CHO PUB PNO K OFFICE ADDR CImyYy ZIP POBOX POCITY POZIP
W Hew |3 |1 TE OLOGY SERVICES,

DEPARTMENT OF
o e = |s http:/fonww.dts.ca.gov

= Select the level you will be using

Created 06/27/2008 11
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NOTE: Be sure to select the correct level. Some levels will allow phone numbers
and some will not.

Application Admin: felicia.jack: v
California Home Select Apency Export Approve Data A ellow White Logout Saturday, June 7, 2008

elcome to

Department of Technology Services (DTS),0Office Of

Network Services

California State Telephone Directory, State Agency Information Update

* PLEASE SELECT THE LEVEL OF LISTING TO INSERT
Level | Select Level -4
CancSEEaR=1E]

Level 2 - Office Field in Upper Case, Bold. Optional Address field: in Upper/Lower Case, Bold
Level 3 - Office Field in Upper/Lower Case, Bold. Optional Address: in Upper/Lower Case, Normal

Level 4 - Office Field in Upper/Lower Case. Normal. Optional Address: in Upper/Lower Case, Normal

Level & - Optional Telephone, Office Field in Upper/Lower Case, MNormal. Optional Address: in Upper/Lower Case, Mormal
Level 6 - Optional Telephone, Office Field in Upper/Lower Case, Mormal. Optional Address: in Upper/Lower Case, Normal

The screen to insert the record will appear

Application Admin: felic (5
California Home Select Agency Export Approve Data Ad v White Logout

elcome to

Department of Technology Services (DTS),0Office Of
Network Services
California State Telephone Directory, State Agency Information Update

YOU HAVE SELECTED TO INSERT A LEVEL - 6, YELLOW PAGE LISTING

Area l:l Pub l:l Pno l:l
Cnet I:I Cno I:I

Office | |
Address | | City | | Zip | |
Pobox | | Po-City | | DPo-Zip | |

Insert Cancel

= Input the information

= Click Insert

= A green message will generate at the top right of the page stating Yellow
Pages Update/Insert listing notification was sent

Created 06/27/2008 12
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An automatic notification is generated and sent to the DA to approve your listing.
Once it is reviewed and approved by the DA, the listing will appear in the online
directory.

A system-generated email will be sent to you stating the listing has been
approved.

Delete Record

* Login to Yellow Pages

= Click the delete icon T in the record to be deleted

= A window will appear stating “Are you sure you want to delete this
Record?”

= Click OK

= A red message will generate at the top right of the page stating a Yellow
Pages deleted listing notification has been sent

Application Admin: felicia_jacksoni@dts.ca.gov

California Home Select Agency Export Approve Data Admin  Search  Yellow White Logout Saturday, June 7, 2008
v 1
&el'come o LALLTO
Department of Technology Services (DTS),0ffice Of Note: CSTD-Online AA Yellow Pages deleted Listing
Network Services Notification Sent! N

OFFICE ciTy ZIP  POBOX POCITY POZIP

TECHNOLOGY SERVICES,
DERARTMENT OF

An automatic notification is generated and sent to the DA to approve your listing.
Once it is reviewed and approved by the DA, the listing will be deleted from the
online directory.

A system-generated email is sent to you stating your listing has been approved.

Created 06/27/2008 13
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EXPORT WHITE/YELLOW FILES

= Login to the CSTD system

Across the top of the page, note the different listings Export, Search, Yellow,
White and Logout.

S

California Home

= Click Yellow to export the Yellow Pages or White to export the White
Pages
= Click Export

A window will appear to Open or Save the file to print or read.

Do you want to open or save this file?

@ j Mame: dts_whitepages, xls
[HL

Type: Microsaft Excel Warksheet, 364KE

From: ms-res-net2003

Open ] [ Save ] [ Cancel

l--" YWhile files from the Intermet can be uzeful, zome files can potentially
Q) harm pour computer. If you do not trugt the source, do not open or
=S zave thiz file. What's the rigk?

L

= Click Open to read and/or print the file
= Click Save to download the file to your PC
= When finished, Logout

Created 06/27/2008 14
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